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SUBCHAPTER 1.  GENERAL PROVI SI ONS
1-1 CONTENTS

This chapter establishes DoD concepts, standards? guidelines and require-
nents for civilian enployee training and devel opnent programs. It inplenents
Federal Personnel Mnual (FPM), Chapter 410, “Training” (reference (a)), and
rel ated Federal enployee training and devel opnent regulations, policies,

standards , and requirements. It replaces the materials formerly published in
DoD Instruction 1430.5 (reference (b)) which is cancelled with the issuance of

this CPM Chapter. A list of references is at Appendix A, definitions are
at Appendix B

1-2 AUTHORI TY

This chapter is issued under the authority of DoD Directive 1430.4, which
assigns overall responsibility for prescribing policies, criteria and standards
for civilian enployee training prograns to the Assistant Secretary of Defense

(Force Management and Personnel) (ASD(FM&P) ). A copy of the Directive is at
Appendi x C.

1-3 POLICY AND ADM NI STRATI ON

Title 5 U S.C, Chapter 41 (reference (c)) authorizes the Secretary of
Def ense to establish, operate, and maintain civilian enployee training prograns.
DoD Directive 1430.4 (Appendix C) delegates this authority and assigns responsi-
bilities to the DoD Conponents to establish training prograns consistent wth
each Conponent’s needs, resources, and priorities. Heads of DoD Conponents
shall plan, program budget, operate, and evaluate training programs within
the stated policy of DoD Directive 1430.4 (Appendix C), this chapter, and the
FPM Chapter 410, “Training” (reference (a)).

1-4 OBJECTI VES

a. Promote efficiency and econony in achieving the mssions of the
Departnent of Defense.

b. Provide whatever training is necessary to develop the skills, know edges,
and abilities that best qualify enployees for the performance of current or
anticipated official duties.

c. Mke proper use of training funds and resources.

d. Integrate training programs with other aspects of human resource
managenent, including career devel opnent , supervisory and nanagement devel opnent,
executive devel opnent and staffing, conpensation, enployee relations, equal
enmpl oyment opportunity, and other prograns.

e. Pronote the sharing of resources anpng DoD Conponents to neet identified
training needs economically and effectively. -

f. Extend the use of DoD resources to other agencies., as considered
appropriate.
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g. Ensure the establishnent of properly staffed enpl oyee devel opnent
functions within DoD Conponents and subordinate activities that are responsible
for planning, | npl enenting, and eval uating progressive, effective, and systematic
prograns at all levels of the Department of Defense.

h. Provide management controls and information systens that can assess
accountability of enployee devel opnent prograns and adm nistrators, and the
achi evement of these objectives.

1-5 EFFECTI VE DATE AND SUPPLENMENTATI ON

This CPM chapter is effective on Cctober 1, 1985. DoD Conponents shall
forward one copy of supplenenting docunents to the Assistant Secretary of
Def ense (Force Management and Personnel) within 120 days after that date.
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SUBCHAPTER 2. BASI C CONCEPTS AND STANDARDS

2-1 APPLYI NG HUMAN RESOURCES DEVELOPNMENT (HRD) CONCEPTS

HRD is an activity or set of activities arranged to provide |earning
experiences for people. It provides a broad conceptual structure for enployee
training and devel opnment that is centered around organizational m ssions, pro-
cesses, and activities. HRDis not another termfor training. It applies to
all types of organized |earning experiences applied for a specified time that
are designed to bring about behavioral change. In this context, attendance at

off-the-job formal training classes is an adjunct to the broader concerns of
HRD.

a. ifraining programs established under 5 U S.C., Chapter 41 (reference
(c)), must make a clear contribution to mssion acconplishnent and be integrated
with [ine managenent plans and activities. They should support broader human
resource devel opnent activities and objectives that are intended to inprove
organi zational effectiveness at each level. Training prograns do not stand

alone, but are a part of a larger effort aimed at the inprovenent of organiza-
tional effectiveness.

b. The organizational receptivity to an HRD approach to training and
devel opment depends | argely upon senior managers’ attitudes and assunptions
about their work, their organization, and their role init. The official
responsi ble for civilian training and devel opment has a major responsibility
to develop or influence a nanagenent attitude that allows HRD concepts to be
applied. How well this responsibility is carried out is an inportant factor

in the classification of Enployee Devel opnment Specialist positions in the 65-0235
occupational series.

c. Installation training prograns that concentrate on arranging the
attendance of enployees at training courses do not Oeet the requirenents of
this CPM chapter

d. Appendix D provides additional guidance on HRD concepts, organizational
devel opment, and their application within the Department of Defense.

2-2 RESPONSI BI LITY FOR TRAINI NG AND DEVELOPNMENT

Enpl oyee training and devel opnent is a |ine nanagenent function. Managers
and supervisors at all levels are responsible for-evaluating enmployee perform
ance, reviewing current and anticipated mssions, determ ning where training
can be used to bridge between enpl oyee perfornmance and m ssion demands, and
assuring that training is achieved and eval uat ed.

2-3 REQUI RED REVI EW OF TRAI NI NG NEEDS

FPM Chapter 410, Subchapter 2., (reference (a)), cites the Iegal and
regul atory requirenent for an annual review of training needs and the nainten-
ance of suitable records docunenting the review. These records are to be used
to plan and evaluate training programs. FPM Chapter 410, Subchapter 2 also
provi des brief but conprehensive guidance on identifying training needs,
including the possible use of Office of Personnel Mnagenment (OPM) trai ning
cost and val ue nodels.
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2-4 TRAI'NI NG PLANS

Docunented training plans shall be established at organizational |evels
determ ned to be appropriate by DoD component heads.Plansshall bereviewed
for adequacy in the normal course of conponent personnel program eval uations.

At a mnimum the training plans should reflect the results of a review process
that incorporates the features described in FPM Chapter 410, Subchapter 2
(reference (a)). Additionally, they should include the results of efforts
outlined in Appendix D. Plans nust reflect planning cycles of DoD budget

gui dance and school admnistrative requirements.

2-5 ESTABLI SH NG TRAI NI NG PROGRAMS

a. Statenment of Training Policies. DoD Conponents are required to
develop witten policies governing the training of their enployees. Policies
must incorporate pertinent features of OPM regulations and 5 CFR Part 410
(ﬁeferences (a) and (d)), DoD Directive 1430.4 (Appendix C, and this CPM
chapter.

b. Controls. DoD Conponent heads nust establish adequate adninistrative
controls to ensure that training contributes to econony, efficiency, and
effective operation.

(1) Plans and prograns should reflect clearly the Conponent’s short
and | ong range training needs.

(2) Priorities shall be established that are related to Conponent
m ssions using the follow ng guides:

(a) Priority I.  Training that Oust be acconplished during the
| mredi ate training cycle or it wll have an adverse mssion effect.

(b) Priority Il. Training required for systematic replacenment
of skilled enployees through career managenent or other work force devel op-
ment prograns. Defernment woul d have an adverse mssion effect over an
intermediate term

(c) Priority I'll. Training designed to increase the efficiency
and productivity of enployees who perform adequately. Defernment beyond the
i mredi ate training cycle would have |ittle immediate adverse m ssion effect
but woul d preclude or delay inproving present m ssion acconplishnent.

(3) Training prograns that do not neet at |east one of these
priorities may not be conducted. Conponents shall establish control procedures
to ensure that the priorities are observed fully.

(4) Proper information shall be maintained to enable the evaluation,
reporting, and supervision of training.

(5) Maximum use shall be nmade of available governnent resources
before using non-CGovernnent facilities, consistent wth Ofice of Minagenent
and Budget (oMB) Circular A-76 (reference (e)).
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(6) Individuals shall be identified at appropriate organizati onal
| evel s to ensure that adequate human resource devel opment advi sory services are
provided to managers and that full and professional HRD prograns are established.
These individuals shall be responsible for ensuring that the standards and
requi renents of applicable laws and regulations, including this CPM chapter,
are observed. Nornally, these officials will be classified in the GS-0235,
Enpl oyee Devel opnent Series (reference (f)). Additional support staffs shall
be provided based upon Conponent manpower distribution policies and work | oad
demands.

c. Functional or Cccupational Training Plans. Functional managers are
encouraged to prepare [istings of desired training activities or courses
i ntended to inprove enpl oyee conpetence within an occupation or function.
Such plans are based upon the know edges, skills and abilities (KSA's) required
to performthe duties of the occupation or function. Frequently they are a key
element in civilian career devel opnent prograns established under DoD Directive
1430.2 (reference (g)), and DoD Directive 5010.16 (reference (h)). They provide
a good source of information for preparing individual devel opment plans, and for
enhancing work force devel opnent in the occupation throughout the Departnent
of Defense. Wien used, these listings serve as devel opnental guides and may
not be interpreted as requirenents for pronotion, unless they have been approved
by OPM as a part of basic qualification standards or nmeet the requirenents of
FPM Chapter 335 (reference (a)), with respect to selective placenent factors
in promotion or other inservice placement actions.

d. DoD-Wde Training Agreenent. Appendix E contains a formal agreenent
with OPM for DoD Conmponent use, without further OPM approval. This agreenent
provides wide |atitude and del egated authority to establish training programs
for the devel opnent of skills to bridge different occupations.

e. Training Forns. DoD Conponents may use either SF 182, “Request,
Aut hori zation, Agreement and Certification of Training,” or DD Form 1556,
“Request Authorization, Agreement, Certificate of Training and Rei mbursenent,”
for training programadmnistration. DoD Conponent policies should specify
which formw ||l be used within the Conponent. Appendix H contains guidelines
on the use of these forms.

2-6 EVALUATI ON OF TRAI'NI NG PROGRANMS

Periodi c assessnents shall be conducted by enployee devel opment officials.
Assessments shall include evaluations of individual course offerings as well
as the overall training and devel opment program for which the officials are
responsi bl e.

a. Evaluation of training courses shall include such considerations as
m ssion rel atedness, contributions to productivity, adherence to course
obj ectives, and benefits vs. costs. The Training and Devel opnment Handbook,
publ i shed by the American Society for Training and Devel opment (ASTD), contains
a chapter devoted to specific evaluation techniques. Also of value are two
vol umes of evaluation techni ques published by OPM (reference (i)).

b. Evaluation of overall training programs shall include such considerations
as adequacy of policies and procedures, quality of training plans required by
paragraph 2-4, above, how well the plan was inplenented, reasons for shortfalls,
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and contributions to organizational m SSions. goals, and objectives. Appendix F

contains suggested guidelines for evaluating-a: operating employee development
program

2-7 FUNDI NG

The head of each DoD Conponent shall provide adequate funds for civilian
training prograns within the Conponent’s annual budget. To the extent that it
is helpful in ensuring proper funding, the DoD budget program el enment for
civilian training and education prograns shall be used. Regardless of whether
the programel enent is used, Conmponents shall collect and report accurate
training cost information in categories established by OPM

2-8 USE OF NON- GOVERNMENT FACI LI TI ES

The del egations contained in DoD Directive 1430.4 (Appendix C authorize
the heads of DoD Conponents to establish and adm nister training prograns
usi ng non- Governnent facilities.

a. Redelegations Wthin Conponents. The authority to approve training
t hrough non-CGovernnent facilities may be redel egate to all ow adequate
adm nistration. However, the guidance contained in FPM, Chapter 410
(reference (a)) and this CPM chapter, with respect to the exercise of
this authority and limtations on its use, nust be observed.

(1) Authority to authorize training requiring nore than 40 hours
shall be held at a sufficiently high admnistrative |evel to ensure that the
policies and viewpoints of the Conponent head, as well as this CPM chapter
are reflected in each decision.

(2) Component heads shal| designate specifically an individual at
t he Conponent headquarters |evel to approve proposed assignnents of enpl oyees
stationed within the United States to training outside those limts.

b. Limtations. Heads of DoD Conponents shall establish controls to
ensure conpliance with the limtations and general constraints specified in
FPM Chapter 410 (reference (a)), on the use of non-Government facilities.
Limtations include the prohibition on the use of certain training facilities,
the nunber of staff years of training provided enpl oyees of the Conponents,
the requirenment for mninum continuous service, and the limtation on the
maxi mum al | owabl e training in a 10-year period. General constraints require
a review for the need for such training and prohibitions on training for
promotion, to qualify for positions with a degree requirement, and solely to
provide an opportunity to obtain a degree.

(1) In addition to the limtations noted above, the followng
internal DoD limtations are established:

(a) Any single instance of training or program of training
costing nore than $100,000 nust be approved at the Conponent headquarters
level.  Conponents are encouraged to establish lower limts of approva
authority at internediate command |evels. Such limts should not be
burdensone.  They shoul d provide for ready visibility of major training
efforts and the flow of adequate information to review the exercise of
del egated authority.
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(b) A copy of each approval made at the Conponent headquarters
| evel under subparagraph (a), above, shall be provided to the Deputy Assistant
Secretary of Defense (Civilian Personnel Policy and Requirements) (DASD(CPP&R)),
along with a description of the program and supporting documentation. These
shal | be submtted at the tine they are approved.

c. wadivers. Heads of DoD Components are authorized to exercise the waiver
provisions specified in FPM Chapter 410 (reference (a)). Delegation shall be
kept at a sufficiently high admnistrative |evel to assure that the purpose

and intent of the waiver provisions are maintained. |Included are waivers of
staff year limtations, mininum continuous service, and maxi numtraining in
a 10-year period. If waivers are required in addition to those provided in

FPM Chapter 410 (reference (a)), a recommendation may be submtted to the DASD
(CPP&R) providing conplete information as required by FPM Chapter 410,
(reference (a)) .

d. Continued Service Agreenents. Reference (c) requires that enployees
assigned to training through a non-Governnent facility must agree in witing to
continue in the service of the agency for a period of time equal to at |east
three times the length of the training period. Training forns authorized by
paragraph 2-5.e. ,.above, contain agreements for use in appropriate cases.

(1) DoD Conponents shall establish controls to assure that agreements
are properly executed and nonitored.

(2) Heads of DoD Conponents may approve exceptions from continued
service agreenents under conditions specified in FPM Chapter 410, (reference

(a).

(3) Heads of DoD Conponents may wai ve enpl oyee obligations under
continued service agreements when the conditions specified in FPM Chapter
410, (reference (a)) apply.

(4) ADoD enpl oyee who enters the service of another DoD Conponent
before fulfilling the period of service specified in the agreenent wll have
the remainder of the service obligation transferred to the gaining DoD
Conponent.  Repaynent of funds will not be required in any instance where
an enpl oyee transfers within the Departnent of Defense.

2-9 USE OF FOREIGN TRAI'NI NG | NSTRUVENTALI TI ES

a. General. Section 402, Executive Oder 11348 (reference (j)),
authorizes the Secretary of Defense to designate a foreign government, inter-
national organization, or instrunentality of either, as eligible to provide
training to DoD enployees. This authority is not redelegate to the DoD
conponents, but is retained by the Ofice of the Assistant Secretary of
Def ense (Force Managenment and Personnel ) (OASD(FM&P)). The use of foreign
training instrumentalities for DoD enpl oyees who are located within the
United States shall be governed by the follow ng principles.

(1) The use of foreign training facilities for enployees located in
the United States shall be kept to a mninum |t nust be established that
conparable training is not available within the United States, or that
attendance at such training in the United States is not feasible.
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(2) The foreign training facility nmust be designated as eligible to
provide training by the OASD(FM&P) before an enployee is assigned to the
training program

b. Admnistration. In determning requirements for such training,
consi deration nust be given to current national policies and foreign relations
prograns. Included are balance of payment concerns and the visibility of US.

personnel stationed or visiting abroad for training purposes, in addition
to reviewng the basic determnation of the training need and training costs.

(1) The basic training need determnation shall be approved by the
DoD Conponent head, or an appropriate designee.

(2) Requests for facility eligibility determ nations shall be sent to
the OFfice of the DASD(CPP&R).

(a) Requests shall be submitted in witing at least 60 days
before the date by which approval is required.

(b) Requests shall show the proper Conponent approval of need deter-
mnation, name and address of the proposed training facility, brief description
of and sunmary justification for the proposed training program reason for
selection of the facility, beginning and ending dates of the training program
and date by which approval is required.

(3) Eligibility determnation nustbe nade in coordination with the
Department of State (DoS) by the Ofice of the DASD(CPP&R) before the first
use of such training facility and at |east once each 3 years thereafter.

c. Use of Foreign Facilities by Overseas Commands. In foreign areas,
maj or theater conmanders may determne the eligibility of a foreign institution
to provide training services for their enployees by consulting DoS and other
Federal agencies in the area. This provision is based on Conptroller GCeneral
Deci sion B-138790 (reference (k)).

2-10 PAYMENT OF TRAI NI NG EXPENSES

a. uOficials to whomauthority is del egated by DoD Directive 1430.4
(Appendix C) are responsible for determning expenses authorized in FPM
Chapter 410 (reference (a)) which are considered necessary for the
acconpl i shment of training:

(1) Allowable training expenses maybe paid, in whole or in part, from
funds appropriated or otherwi se available to their respective organizations.

(2) Volune 2 of the Joint Travel Regulation (reference (1)) applies
to payment for travel and related expenses in connection with training.

(3) Payment of expenses in connection with cooperative education or
wor k-study programs is authorized, in accordance with FPM Chapters 308 and
410, (reference (a)).
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b. Each DoD Conponent shall:

(1) Ensure that just and equitable financial arrangenments are
provi ded and that paynent of expenses results in neither financial gain nor
| oss to the enpl oyee.

(2) Publish witten procedures to protect the Government's interest
when enpl oyees fail to conplete training. Enployees assigned to training
shal | be inforned of these regulations before their training.

2-11 | NFORVATI ON REQUI REMENTS

Annual training reports required by 5 U.S.C. 4113 (reference (c)) and
i npl enenting OPM instructions shall be submtted by heads of DoD Conponents
directly to OPM  The Interagency Report Control Symbol assigned to these reports
s 1056-CPMAN. A copy of each report shall be furnished to the DASD(CPP&R)
at the sane tine that it is sent to OPM
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SUBCHAPTER 3.  SPECI AL LONG TERM MANAGEMENT AND PROFESSI ONAL
DEVELOPMENT OPPORTUNI Tl ES

3-1 GENERAL .

a. It is the intent of DoD to provide long term (over 120 working days)
education and training to enployees-of demonstrated potential so that the
Departnent of Defense may stay abreast of management, technical, and scientific
advancenments.  Departnent of Defense supports long termtraining programs that:

(1) Maintain and enhance DoD | eadership in mssion-oriented science
and technol ogy.

(2) Provide opportunities for enployee growth and advancement to full
prof essi onal potential.

(3) Prepare enployees for the increasingly conplex problens of
managi ng national security prograns and issues.

b. Each DoD Conponent’s inplenenting policy statement shall ensure that
just and equitable financial arrangenents are provided in accordance with the
policy established in Subchapter 2., above. Controls shall be established to
assure that long termtraining selections are justified fully and nmaxi mum
value is obtained fromthe training.

3-2 THE DAD JO NT COLLEGES

a. The DoD Joint Colleges are the Industrial College of the Arned Forces
(ICAF), the National War College (NWC), and the Armed Forces Staff College
(AFSC). DoD Conponent may nominate civilian enployees for attendance at the
Joint Colleges on the basis of the follow ng assigned quotas:

ICAF Nwe AFsC
Ofice of the Secretary of Defense 2 1 1
Departnent of the Arny 6 1 b
Departnent of the Navy 5 1 1
Departnent of the Air Force 6 1 2
Def ense Communi cati ons Agency 1 0 1
Def ense Intelligence Agency 1 2 1
Def ense Logistics Agency 2 0 1
National Security Agency (NSA) 1 2 4
Def ense Mappi ng Agency 1 o , 1
Def ense Nucl ear Agency 0 0 1
DoD At Large 2 2 0
Subt ot al 27 10 17

(1) The Head of the DoD Component, or his or her designee, shall make
the final nomnation decision.

(2) The criteria for nomnation shown in Appendix G shall be followed
careful Iy,
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(3) If an assigned quota cannot be filled by fully qualified personne
t he ASD(FM&P) shall be notified as soon as possible, but no later than February
1 of the academ c year preceding attendance, so that the quota nay be reassigned
to another DoD Conponent.

b. DoD Conmponents with directly assigned quotas shall submt nom nations
by March 1 of the academ c year preceding attendance to the follow ng:

(1) President, National Defense University for attendance at the
ICAF and the NWC

(2) Commandant, AFSC.

c. In addition, no later than the 1st day of February of the academc
year preceding attendance, each DoD Conponent may nominate to the ASD(FM&P)
civilian personnel to fill two DoD "at large" quotas at the ICAF and two

“at large” quotas at the NWC. These nominations nmay not duplicate noninations
agai nst quotas assigned directly to DoD Conmponents. Each DoD “at |arge”
nom nati on nust be submitted in quintuplicate.

d. Al nomnations for the | CAF and NWC prograns shall contain the
fol | ow ng:

(1) A sunmmary of the nomnee's qualifications, including a copy of
a conpl eted Standard Form (SF) 171, “Personal Qualifications Statenent.”

(2) A discussion that clearly denonstrates how the nom nee neets the
attendance criteria shown in Appendix G

(3) A statement that describes post graduation job placement plans.

(4) A statement that specifies clearly the expected benefits of
at t endance.

(5) Signature or approval by unofficial no |ower than a Principal
Deputy Assistant Secretary of a Mlitary Department, Deputy Director or Assistant
Director of a Defense Agency, or equivalent.

e. ICAF-The George Washington University Cooperative Degree Program The
I ndustrial College of the Arned Forces (ICAF) and The George \shington (GWU)
have entered into a cooperative degree programleading to a Master of Public
Adm ni stration (MPA) degree, with concentration in Adm nistration of National
Security. In the event that a civilian enployee attending the 10-nonth resident
course at | CAF expresses an interest in the program and if it is determ ned
that this part of the education is in the best interests of the sponsoring
conponent, the guidelines for authorized funding support are as follows:

(1) Six GAU courses are presented during the academ c year which are
offered in lieu of the six required | CAF elective courses, and for which
tuition nmust be paid.

(2) Four additional courses 312 credit hours) for which tuition nust
be paid are offered in the sumer follow ng graduation.
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(3) Program participants earn credit for four courses with no tuition
charge through their participation in the ICAF core program a substantial part
of the ICAF curriculum which all students, whether enrolled in the degree
programor not, wll take. Credit for these four courses is given on the basis
of validation exam nations adm nistered By GA.

(4) It has been DoD policy for many years that the payment of tuition
and related costs solely for the purpose of obtaining a degree is unauthorized
under the provision of Chapter 41, Title 5 u.8.c. (reference (c)). There is
no objection to participation in this program by the enpl oyee, providing that
t he enpl oyee assunmes responsibility for paynment of the costs described in this
par agraph.

(5) Payment for the twelve credit hours of instruction received while
attending the summer session at | CAF after graduation from|CAF may be justi-
fied if a valid need related to the enployee’s present or potential job
responsibilities is established.

3-3 schol arshi ps, FELLOASHI PS, AND | NTERCHANGE ProGRAVS (I NDUSTRY AND GOVERNMENT)

a. Educational awards, scholarships, and fellowships sponsored by public
and private non profit educational institutions and public service foundations

provi de uni que devel opnental opportunities for the DoD career enployee.
b. Participants shall be selected on the basis of denonstrated need and

high quality performance with potential to assune greater responsibility. Use
of selection panels or training commttees is recomended.

3-4 SPACES AND PROGRAMED FUNDS.

a. Wthin overall plans, priorities and funding linitations each DoD
Conponent engaged in long termtraining, education, and devel opment shall:

(1) Obtain and set aside a special pool of manpower spaces and pro-
graned funds to support projected requirenents for [ong term enpl oyee educati on,
training, and devel opment to ensure the continuous devel opment of technical and
managerial skills.

(2) Establish the pool at the organizational |evel of the DoD Conponent
head where the use of these resources is to be Oonitored. Allocation of spaces
and programed funds of each DoD Conponent may be made below that |evel when a
specific plan for their use has been approved in advance by the DoD Conponent
head or his or her designee.

(3) Ensure that adequate funds are provided in appropriate budget
program el ements or from other appropriation accounts for payment of salary and

rel ated expenses.

(4) Payan enpl oyee while in training fromthe sane type of appro-
priation account in the central pool as is used to pay his or her salary on

. the job.
' (6) Continue as the enployer of the individual while assigned to
I long termtraining, even though the funded spaces are nade available from the
g central pool. -
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(7) Ensure the following:

(a) Establishnent of a positive plan for the nost effective use
of the training upon its conpletion.

(b) Preparation of such plans in advance of the enployee’'s
assignment to long termtraining or education.

(c) Monitorship by a higher headquarters to nmake certain that
the objectives for the training are being achieved as planned and that shifts
in installation or personnel or other changes do not affect adversely the
enpl oyee during his or her absence for training.

(8) Determne long termtraining requirements annually and update the
5-year financial plan for the continued operation of the pool of funds and
spaces.

3-5 ATTENDANCE AT MEETINGS

a. Title 5 United States Code Section 4110 (reference (c)) and FPM
Chapter 410, (reference (a)) provide general authority for paynent of expenses
for attendance at meetings. This provision is not subject to the other require-
ments concerning the use of the training authority contained in 5 U.S.C.

Chapter 41 (reference (c}), FPM Chapter 410, (reference (a)), and this CPM
chapter, unless it is determned that the primary purpose of the neeting is
for training of the participant. Attendance at such neetings is encouraged
when it has been determned that the primry purpose is training and there is
reasonabl e assurance that attendance will contribute to inproved conduct,
supervision, or management of pertinent mssions, functions, or activities.

2. Esstablished policy within the criteria established by FPM Chapter 410,
(reference (a)) and DoD Directive 5500.2 (reference (m) should be followed in
permtting scientific, professional , and managerial personnel to participate
in neetings of professional organizations, to encourage themto keep abreast
of developnents in their areas of responsibility.
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DEFI NI TI ONS

1. CGovernment Facility. Any property owned or controlled substantially by
the U S. Governnent and the services of any civilian and mlitary personnel
of the U.S. Governnment acting in their official capacities.

2. I'ndividual Devel opnent Plan (IDP). The IDP is a conbined effort of the
enpl oyee, supervisor, career advisor, and enpl oyee devel opnent specialist”,
as appropriate. It includes an analysis of career training needs for orderly

progression wthin the career field and for planning the fulfillnment of these
needs. It is used to:

a. Determne if the enployee's skills, know edges and abilities are
devel oped to the extent that he or she is properly equipped to function wthin
his or her present position,

b. Esttblisi sh the enployee’s next career position or alternative position
(consistent with the enployee’s ultinmate career objectives).

c. Establish a realistic training and devel opment plan to nmeet those
requirements.

3. Interagency Training. Training provided by one Federal agency for other
agencies, or shared by two or nore agencies.

4. Long Term Training. Continuous, full-tine training prograns of nore than

120 working days duration. It includes both formal training prograns and
pl anned devel opmental assignments in either Governnent or non-Government
facilities. It excludes apprentice, cooperative education and career intern

prograns and is limted to participation by career enpl oyees.

5. Non-Governnment Facility. This termincludes any training facility other
t han one owned or controlled by the U S Government. It includes facilities
operated by State and |ocal governnents, foreign nations, internationa
organi zations, professional organizations and institutions, business and
commercial firms, and other organization or vendors of training. An officia
definition for Federal wde use is contained in FPM Chapter 410, (reference

(a)).
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DIRECTIVE

January 30, 1985
NUMBER 1430. 4

SWBIJECT :  Civilian Enployee Training

Ref erences: a) DoD Directive 1430.4, subject as above, August 3, 1969
(hereby cancel ed) o

b) Title 5 United States Code, Chapter 41, “Tral ning”

c) Executive Order (E O ) 11348, “Providing for the Further
Trai ning of Governnent Enpl oyees”

d) Title 5, Code of Federal Regulations, Part 410, “Training"

e) Federal Personnel Manual, Chapter 410, “Training”

(
(
(
(
(

A, REISSUANCE AND PURPCOSE

This Directive:
1. Reissues reference (a).

2. Establishes policy and responsibilities for DoD civilian enpl oyee
training, in conpliance with references (b) through ‘(e).

B. APPLICABILITY

This Directive applies to the Ofice of the Secretary of Defense, the
Mlitary Departments, the Organizati.on of Joint Chiefs of Staff, the Unified
and Specified Commands, the Defense Agencies, and the Uniforned Services

University of the Health Sciences (hereafter referred to collectively as “DoD
Conponents”)

c. PAICY

It is DoD policy that:

1.  DoD Conponents shall provide the training necessary to ensure maximum
efficiency and effectiveness of civilian enployees in the performance of their
official duties, and to encourage enployees in their efforts for self-
| nprovenent.

2. DoD Conmponents shall provide training with equal opportunity for al
qualified enpl oyees, regardless of race, religion, color, national origin, sex,
age, marital status, physical handicap, or any other discrimnatory factors.
Further, DoD Conponents may not allow training in a non-Governnent facility
t hat discrim nates because of race, color, religion, or national origin in the
adm ssion or in the subsequent treatnment of students.

D.  RESPONSI BI LI TI ES

1.  Heads of DoD Conponents, in carrying out the above policies, shall
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a. Reviewcivilian enployee training needs and install modern training
practices and techniques to raise the [evel of enployee performance and Oeet
present and anticipated needs for admnistrative, technical, professional, and
[Janagerial skills.

b. Establish admnistrative controls and provide adequate staffing to
ensure that training being conducted or planned shall inprove the performance
of enployees, and contribute to econonmy, efficiency, and attainment of internal
m ssi on and program goal s.

¢c. Plan, program, and budget for training prograns to neet enployee
devel opment needs for a well-trained work force of enployees and potenti al
managers and executives, and integrate such prograns with other personnel
Oanagement and operating functions.

2. The Assistant Sefrets Def ense ( Mahpstvaet ati ons angd
Logi stics) shall prescribe policies, criteria, and standards governing the
establ 1 shment and administration of training prograns authorized by 5 U.S.C.
41 and E.0. 11348 (references (b) and (c)) and pertinent regulations of the
Office of Personnel Management (references (d) and (e)).

3. The Secretaries of the Military Departments (for their Departnents
and for civilians in the Unified and Specified Commands); the Directors of
Def ense Agencies; the President, Unifornmed Services University of Health
Sciences; and the Deputy Assistant Secretary of Defense (Admnistration),
or their designees, shall, subject to the regulations and standards issued
under subsection D.2. , above, conduct internal reviews of training needs and
establish and adm nister prograns of training authorized under 5 U S C.,
Chapter 41; E.0. 11348; 5 C F. R, Part 410; and the Federal Personnel Manual
(references (b) through (e) ).

E.  EFFECTI VE DATE AND | MPLEMENTATI ON

This Directive is effective immediately. Forward two copies of inplenenting
documents to the Assistant Secretary of Defense (Manpower, Installations, and
Logi stics) within 120 days.

il K T

WlliamH Taft, IV
Deputy Secretary of Defense
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An HRD Approach to
DoD Cvilian Enpl oyee
Trai ning and Devel opnent Prograns

1. HRD is an activity or set of activities arranged to provide |earning
experiences for people. It provides a broad conceptual structure for enployee
training and devel opment that is centered around organizational m ssions,
processes, and activities. HRD is not sinply another word for "training:"

It applies to all types of organized |earning experiences conducted for a
specified period of tinme that are designed to bring about behavioral change.

In this context, attendance at off-the-job formal training classes is an

adj unct to the broader concerns of HRD rather than the central focus of DoD
Conmponent or activity training prograns.

2. Some of the nost inportant learning activities are informal. But, being
informal does not nean that they are unorganized. On-the-job activities,

i ncludi ng coaching, planned devel opnental activities, and self-directed
learning activities, are HRD activities. HRD can become an essential part

of work processes at all organizational levels. A conmander can use senior
manager staff meetings profitably, for exanple, as a vehicle for installing

HRD activities. Performance nmanagement prograns provide an excellent arena

for HRD as do other efforts such as the DoD Productivity and Quality Grcles
Prograns. In this on-the-job setting attendance at formal, off-the-job classes
Is an adjunct to the devel opnent process that is enbedded in the organization.

3. To the greatest possible extent HRD prograns should be installed by DoD
activities as the central structure for planning, developing, executing, and
evaluating installation training and devel opment progranms. There is a wealth

of material on the subject of HRD that gives ideas and procedures for installing
HRD concepts. This appendix specifies some related Dol) prograns that should be
considered in activating an HRD program at an operating installation.

a. Quality Grcle Progranms. A Quality Grcle is a managenment technique
designed to afford enployees an opportunity to participate in the identification
and resol ution of issues concerning work processes. Basically, a Quality Crcle
is a small group of enployees (5 to 15) fromthe sane work area, usually led by
the first level supervisor, which neets regularly on a voluntary basis during
normal working hours to receive training, identify and anal yze problenms or
conditions associated with the work, and reconmend a course of action to
managenent. Circles nenbers receive training in group dynamcs and problem
anal ysis techniques. organizational problens frequently identified through
the Quality Grcles process involve the need for training in not only the
technical skills but in group dynamcs. Thus, Quality Circles can be a nmeans
not only to further organizational development, but also to notivate the work
force through participation in solving problenms that affect working life.

b. DoD Productivity Program Quality Grcles Prograns are only one
activity based on the DoD Productivity Programthat is established by DoD
Directive 5010.31 (reference (n)). The Directive requires the establishnent
of productivity prograns that are integrated with other elenents of resource
nmanagement.  One program requirement calls for an aggressive and cohesive
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program of research and managenent efforts to i nprove work force notivation
and the quality of working life. Operation of the DoD Productivity Program
at all levels should include a strong elenent of enployee training and

devel opnent activity. Training is recognized in the Directive as one of four
basi ¢ approaches to productivity inprovement. DoD Instruction 5010. 39,
(reference (0)) provides additional guidance on notivation programs and their
establ i shment throughout the Departnent of Defense.

c. Cuvilian Career Mnagenent Systems. These systens, established under
DoD Directive 1430.2 (reference (g)),are good exanpl es of HRD programs. They
integrate the key elenents of personnel and manpower devel opment to include
requi renents planning; quality recruitment and intake; entry level training;
career appraisal and counseling; individual devel opment planning; training and
devel opment of technical (occupational) , supervisory, nanagerial, and executive
skills; and internal placenent and pronotion. Training and devel opnment prograns
must support the major determnations generated by civilian career managenent
syst ens.

d. Enpl oyee Performance Appraisal Systens. Title 5 United States Code,
Chapter 43 (reference (c)) requires the establishment of enpl oyee performance
apprai sal systens that nmeasure performance accurately. Anpbng other uses,
appraisals are to provide a basis for training enployees. DoD Conponent
policies and installation training plans nust ensure that performance appraisal
systens adequately identify such training needs and that they are included wth
training plans.

e.  (Organi zati onDevel opnent/ Organi zati onal Effectiveness (0D/OE) Prograns.
OD/OE activities provide broad opportunities for organizational change. Some
OD/OE “interventions” could be classified strictly as training or devel opment
activities. \en they are used, OD/OE prograns shoul d be coordinated with
other training programs. In some settings, the OD/OE process could be the
basis for the installation training plan.

f. Training Committees. Sone DoD Conponents use conmittees to provide
coordi nated |ine managenent direction to training prograns at installations
and activities. Usually, a senior manager chairs the commttee and the

training official serves as advisor. Included in commttee deliberations
are considerations such as the training budget, facilities and equi pment,
priorities, plans, and directions. In sone cases, training conmttees can

function as HRD coordinators and establish a positive climate for work force
grow h and devel opnment within the context of the |local organization, its
social setting, and its assigned personnel and m ssion.

g. Socio-Technical Systens Anal ysis (STSA). This is an anal yti cal
technique that studies the Inpact of organizational structure and technol ogy
on productivity and the quality of working life. It focuses on problens built
into a work system and recogni zes that even though different people in a
specific job will deal with these problens differently, the problens wll
remain until the systemis redesigned. The identification of training needs
is only one of the outcomes. (Qthers include organizational requirements to
facilitate communication, changes in manpower staffing, and job redesign.
Wien tested at one DoD activity, the program had inproved personnel interaction,
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work planning and communi cations, and established a democratic sharing of
responsibility. Productivity inprovenents resulting fromthe application have
been difficult to measure so far, but evaluative efforts continue. The use of
socio-technical progranms is encouraged in DoD Instruction 5010.39 (reference

(0)).

h. Affirmative Action Prograns. Affirmative action and EEO prograns
establ i shed under DoD Directive 1100.15 (reference (p)) frequently contain

features that rely upon training programs for their successful inplenentation.
Requi rements to support affirmative action and EEO prograns nust be considered
at all stages of training program planning, execution, and evaluation. EEO
program managers shoul d be kept informed of training plans and activities to
assure proper coordination. Supplenental guidance on the use of government
funds to nmake training and training facilities accessible to handi capped
individuals is contained in Conptroller General Decision B-188710

i.  Mbilization Planning. DoD Directive 3005.6 (reference (qg)) contains
extensive guidance for nobilization planning. Training programs have a signif-
icant role in partial or full nobilization. Specific guidance on nobilization
training is cited in paragraph 8 Enclosure 2, of that Directive. Aso, FPM
Chapter 910 (reference (a)), lists several training actions that nust be
included in nobilization plans. Appendix A of that document provides a
checklist to be used in program eval uation activities and inspections.

3. Retraining Prograns. Work force disruptions such as reductions in force
(RIFs) or base realignments normally present needs to retrain current enployees
for continuing positions. Retraining issues should be addressed carefully in
the early planning phases of such actions. Additional guidance is provided
in DoD Directive 1400.20 (reference (r)).

k.~ New Equi pment Training Prograns. Frequently new equipment is introduced
into the Department of Defense that triggers a nunber of changes in mlitary
personnel training programs. DoD Conponents nust ensure that the civilian
personnel conplement that must maintain or operate such equipnent is trained
wel | in advance.

4, A handy guide that gives specific exanples of professionalismin devel oping
and managi ng HRD prograns is the OPM position classification standard for the
Enpl oyee Devel opment Series (reference (f)).

a. The paramount qualifications cited in the series definition include
an understanding of the relationship of enployee devel opment and training
to managenment problens and to personnel management objectives, nethods, and
procedures. Local activity training prograns that enphasize achievenents in
terns of nunbers of enployees attending classes and vol ume of expenditures for
training attendance are enphasizing the wong things. The enphasis should
be changed to consider how well management problens have been solved and what
contributions have been made to personnel management objectives, nethods, and
procedures through training program activities. A great deal of enphasis is
placed on the quality of advisory services that are provided to managers.
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b. The occupational information contained in the introductory section of
the standard clearly specifies that the training of enployees is an essenti al
part of the overall nanagenent process, In that process, the enployee devel op-
ment specialist is expected to operate as an in-house consultant to [Janagement.

c. Enployee devel opnent includes training, but it is a nore enconpassing
termthat includes not only inparting a body of know edge or providing
training in a specific skill, but also preparing enployees to progress wth
the organization as it devel ops and changes.

d.  In determning training needs, enployee devel opment specialists shoul d
be involved in the analysis of organizational operations, individual positions,
production reports, accident reports, attendance records, and enployee attitudes
and grievances. Mny of the problens identified will require non-training
solutions. Oten, these problens must be solved before any training can be
recommended effectively. The enpl oyee devel opment specialist should be pre-
pared to deal with both types of problens, recomending non-training as well
as training solutions.

e. An inportant admnistrative role for the enployee devel opnent
specialist is the pronotion of managenent acceptance of and active cooperation
in training and devel opi ng enpl oyees as a process in the acconplishnent of
organi zational goals.

f. Enployee devel opment specialists are expected to understand evol ving
trends and devel opnents in the field and their application to the |ocal
training program

g. The classification standard allows an additional grade, under certain
conditions, for positions that have full and independent program responsibility.
The exanples of such responsibility include the integration of the enployee
devel opnent program with rel ated managenment assistance staff activities, e.g.
budget adm nistration, managenment analysis, nanpower planning, position
classification, [|abor management and enpl oyee relations, and personnel
staffing

5. Nearly every public library maintains several worthwhile reference works
on HRD activities that provide sound advice for those who want to inprove the
professional status of their training prograns. In sonme cases, wWth the
intention to build internal capability as quickly as possible, it may be
necessary to use a consultant to begin the process.
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OFFI CE OF THE AsSISTANTSECRETARY OF DEFENSE
DoD 1400 .25-M

WASHINGTON. D.C.20301 CPM 410. E

Cctober 1, 1985

MANPOWER,

RESERVE AFFAIRS 0CcT 291981

AND LOGISTICS

VEMORANDUM FOR See Distribution

SUBJECT : DoD-Wde Training Agreement for Rotational Assignnment for Devel opnment
of Key Personnel of the Departnent of Defense

On June 13, 1980, a Del egation Agreenment between the Departnment of Defense and
the O fice of Personnel Managenent was signed. This agreenent gave specific
authority for training agreenments to the Departnent of Defense. By virtue of
that Del egati on Agreenent, the Dob-wide Training Agreenent for Rotationa
Assignnent is extended until revised, superseded or revoked. The training
agreenent is subject to all restrictions appearing in FPM Chapter 271, sub-
chapter 7 and the provisions of the Del egation Agreenent of June 13, 1980.

The Del egation Agreement and this nenmorandum are your authorities to enter
eligible enployees into the training program assign themfor training and to
reassign and/or pronote them in accordance with the provisions of this agreenent
and the enployee’s official approved Individual Devel opnment Plan (IDP). In
effecting position change under this agreement, the follow ng notation should

appear on the personnel action form “U S. DoD Special Training Agreenent;
Del egation Agreenent, June 13, 1980 and DoD Memorandum, October 29, 1981".

This agreenent applies only to the requirenments and standards for selection and
position change. It does not constitute either direct or inplied agreenent that
the proposed training neets the requirenents of Chapter 41, title 5 U S Code;
Executive Order 11348; use of funds or other statutes or policies that are
applicable in training. It should be noted that the agreenent is the sane as
the previously approved agreenent -

The purpose of the agreement is to supplenent on-going efforts of DoD components
to provide opportunities for systematically devel oping enpl oyees. It provides
the DoD with greater needed flexibility to furnish enployees, identified for

Pur poses of career and executive devel opnent, with other on-the-job experiences.
This flexibility is intended to include all enployees at the GS-9 through Gs-
and GW 15 levels. The agreement nmkes possible the assignment of enployees across
functional, DoD conponent and Federal agency lines for periods of six nonths

up to three years in duration. These assignnments, subject to post-audit, may be
made wi thout further negotiation with OPM concerning qualification requirenents.
The requirenments of FPM Chapter 335.1-5(a) (3) must be met in nmaking assignnments
under the agreenent |eading to pronotion. |n making devel opnental assignnments,
Equal Enpl oynment opportunity and Affirmative Action plan requirenments will be
observed. A copy of the DoD-w de Traininga A@rean:nt_}s\attached.

A

{,":;3)(- (AT IX
‘JE L. CALHOUN
Deputy Assistant Secretary of Defense

At t achment (Cvilian Personnel.Policy)
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DI STRI BUTI ON LI ST

Director of Personnel & Security, WHS

Director of Civilian Personnel, Arny

Deputy Assistant Secretary of the Navy (CP/EEO)
Director of Cvilian Personnel, Ar Force

Di rector of Personnel, DAVA

Deputy Director for Personnel and Adm nistration, DCA
Director of Civilian Personnel, DCAA

Deputy Assistant Director for Personnel, DA
Director of Personnel, DVA

Director of Civilian Personnel, DNA

Director of Civilian Personnel, NSA

Chi ef, Personnel / Manpower Division, USUHS
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DOD- W DE TRAI NI NG AGREEMENT FOR
ROTATI ONAL ASSI GNMENTS FOR DEVELOPMENT OF KEY
PERSONNEL OF THE DEPARTMENT OF DEFENSE

Reasons for Training Agreenent

The inmportance of devel opi ng key personnel through the use of planned
rotational assignments is clearly established. A recent inportant study of
the Department of Defense pointed out that not even the best organization and
managenment procedures will inprove the effectiveness of Defense Qperations
unl ess qualified personnel are matched to the requirements of the jobs. This
Training Agreement provides for a flexible, inproved training program through
rotational assignnents (herein referred to as “assignnents”) which reduces
rigidity at the higher levels to nmeet the requirenents of a dynam c nanageri al
structure. It is to be used for cross-training and devel opnent of key personnel
at the mddle, senior and executive levels (hereinafter to be referred to as
“participants .“)

Purpose of the Training Agreenent

The purpose of the Agreement is to provide each DoD conponent the authority,
wi thout further negotiations with the Ofice of Personnel Managenent, to estab-
|ish a Rotational Assignnent Program (hereinafter referred to as “Progrant)
designed (a) to increase the conpetence of high potential personnel by providing
themw th the opportunity to acquire additional know edge and skills required
by the occupational disciplines of their present line of work, needed know edge
and skills involving processes, techniques and systens in other related Iines
of work which cut across occupational lines, or to prepare them for managerial
or executive responsibilities, and (b) to create a manpower pool from which
wel | -qualified individuals can be selected strictly in accordance with nerit
pronotion requirenents for filling positions when actual vacancies arise at
t he senior and executive levels.

The follow ng objectives are to be included in any program devel oped under the
terms of the Agreenent:

To provide a vehicle by which DoD enployees, Gades 9 through GS-15, may
receive rotational assignnents for devel opment and training purposes and by
whi ch the provisions of DoD Instruction 1430.8, paragraph VII.C.5.c. | can be

met. (Such rotational assignments nmust e reflected in an Individual Devel op-
ment Pl an).

To devel op incumbent and potential manager to nmeet the immediate and long-
range docunented needs for trained nanagerial replacenments through the medi um
of tenporary assignnents with or between the mlitary departments and Defense
agencies (hereinafter referred to as DoD conponents), or between el ements of
t he DoD conponents, other Federal agencies, state and |ocal governnents, and
institutions of higher |earning.

E-3



DoD 1400. 25-M
CPM 410 E
Cctober 1, 1985

To provide for the planned novenment of personnel from one assignment to
another to inpart a variety of nanagerial/technical skills and breadth of
know edge which will sinultaneously-inprove the capability of the Departnent
of Defense and its enployees. Such assignnents are to be designed to provide
an appreciation and understandi ng of operations in operationally or occupa-
tionally related functions or other functional areas for which there is a
need and the participants denonstrate potential for success. These rotational
assignments wi |l serve to enhance the performance of participants in their
present series and also serve as a medium for qualification for reassignment,
follow ng successful completion of assignments in series other than the ones
for which presently assigned. This may involve an exchange of individuals
normal |y engaged in the same or occupationally or operationally related
functions within and outside the agency.

To reinforce training and devel opnment prograns described in the DoD
civilian career programs with practical experience which wll accelerate the
professional maturity of DoD s career enployees.

Posi tion Coverage

A Program devel oped under the Agreenment will provide for assignnment of DoD
personnel in all series, Gades G59 to GS-15. All rotational assignnments wl|
be made in grade. Normally, in cases where exchange of enployees is involved,
both enpl oyees in any assignnment will be of equal grade. However, assignments
can be nade to organi zations which cannot reci procate in an exchange on a one-
to-one basis. In each case, the duties to be performed must be described by
a position description. Enployees selected for participation in this Program
wi || be assigned duties for which there is a need and the nom nees denonstrate
potential for success. Candidates may be assigned to any position or purposes
of training and devel opnent, but no candidate is eligible for placenent at the
concl usion of the programin a position which has positive education or profes-
sional requirenents unless the candidate neets those specific requirenents
established by Ofice of Personnel Managenent Handbook X-118, Qualification
Standards. (See page 8 under Placement Upon Conpletion of Program. For
personnel and payrol |l purposes, participants nmay continue to occupy the official
position fromwhich they are exchanged or assigned. Appropriate docunmentation
Is to be prepared for each rotational assignment.

Met hod of Selecting Participants

Recogni zing the inportance of the selection and appraisal processes in
relation to any program for the devel opnent of nanagers, DoD conponents wil|
use a career appraisal process that meets the requirements of the Oerit pro-
motion program of the participating DoD conponent. Care will be taken to
assure that the individuals selected possess the essential basic skills and
denonstrate high potential for advancement so as to give reasonabl e assurance
of success in their proposed assignments. Selection determnations are a
managerial responsibility and nust be made in accordance with nerit pronotion
princi pl es.
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Qutline of Training to be Provided in a Program

The training and devel opment and the work experience of the interested
and qualified enployee will be reinforced th practical experience. This
practical experience wll be acquired through assignment of personnel wthin
or between DoD conponents or between DoD conponents and ot her Gover nnent
agencies. Assignnents will be negotiated for periods of tine of not l[ess than
six nonths or nmore than three years. In any instance in which assignnent to
hi gher level (but not higher than G 15) duties is found necessary, the assign-
ment may not exceed 240 cal endar days. Similarly, assignment to |ower |evel
duties may be made for short periods of tine but in no case in excess of 180
cal endar days.

| ndi vidual training plans will be devel oped stating the relationship of
t he exchange or rotational assignnent to the enployee’' s present duties and
the benefits to accrue to the individual and to DoD Conponent m ssion acconp-
lishnment as a result of the assignment. The individual devel opment plan nust
be prepared before the time of the individual's selection (or shortly there-
after). It nust be career goal oriented, and must (1) specify the skills,
know edges and abilities to be required or sharpened to achieve Oaxinmum
effectiveness in the position and ultinmately in the attai nment of individual
career goal(s), (2) contain a schedule of appropriate devel opnental assign-
ments and training designed to neet these individual needs and career goal (s),
and (3) be approved by the individual’s inmediate supervisor. The individua
devel opnent plan will be detailed enough to assure that the training to be
acconplished during the period of the assignnent include an in-depth orien-
tation concerning the enpl oyees’'s new work assignment function, followed by
a period of actual on-the-job training supplenented by appropriate fornal
related training necessary to acquaint the participant with new procedures
and concepts, and to equip the participant to undertake increased nanageri al
or executive responsibilities. The individual devel opnent plan will include
a sunmary of the plan for utilization of the participant and the new y-acquired
skills and know edge followi ng the assignment. These will be prepared prior
to the beginning of the actual assignment. They will be a factor in the
negotiation for the assignment undertaken by the chief of the functional
el ements enploying the participants. Each functional elenment chief wll
recei ve gui dance and assistance in these negotiations fromthe Cvilian
Personnel Oficer. Copies of the training plan will be provided each parti -
ci pant, each supervisor involved, and the Gvilian Personnel O ficer(s).
Al t hough individual devel opment plans devel oped under this Agreement,do not
require O fice of Personnel Managenent approval prior to the assignnent, a
COpy Wil be filed in each participant’s Oficial Personnel Folder to be
avail abl e to survey inspection teans.

Upon conpl etion of the assignnent period, the participants will return
to their positions of record.

Personnel Actions During the Program

During the course of the assignment, participants should be considered
for any pronotion or reassignment for which they would normally be considered.
| f pronmotion or reassignment results, the participant may continue the Program
for the balance of the assignment or the assignment may be term nated; specific
di sposition is a managenment decision to be decided collectively by the super-
visors invol ved.

>
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Length of Training

Bef ore reassignnent and/or promotion to a specific target position at
G5-15 snd bel ow can be effected, all participants nust make up the difference
in qualifications fromwhat they bring into the program and the qualifications
requi red (whether general experience or specialized experience or both) for
the target position as published in Handbook X-118; training time to nake up
the difference in such qualifications may then be credited at the rate of one
month of training for two nonths of experience under the terns of this training
agreenent. In other words, if the target position requires three years of
general experience and three years of specialized experience and the enployee
has no creditable specialized experience, he/she would then need as a m ni num
ei ghteen nonths of accelerated training (all of which nust be specialized
experience) under the terms of this approved training agreenent before
nmovement is nmade into the target position.

|f the enployee is at or above the journeyman |evel of the target position,
and has experience in related fields he/she need not meet the full specialized
experience requirement but may instead be given training needed to qualify
under the Ceneral Anendment for Crediting Specialized Experience, described
in Part Il of Handbook X-118. This amendnent pernits. acceptance of closely
rel ated experience as specialized, provided the enployee has denonstrated
journeyman conpetence in the target occupation. Training to be used to
qualify under the General Amendnent should total at |east one year.

Pl acenent upon Conpletion of Program

Upon conpletion of the Program participants may return to their normal
duties, or may be reassigned or promoted (but not above GS-15) in accordance
with previously prescribed and DoD conponent approved plans. \ile pronotion
may not necessarily result on successful conpletion of the Program successful
conpletion will be considered a significant nerit factor in considering these
participants for advancenent to positions of increased responsibility.

Fl exibility Provisions

Wien eval uation of the participant’s progress and/or background of training
and experience indicates that it is necessary, the individual devel opment plans
which were prepared during the assignnent negotiation may be nodified to assure
that supplenental formal related training may be scheduled, or may otherw se
be Uedified to meet his/her devel opmental needs. The assignnment period may
be extended for not more than four nmonths if the attainnent of the prescribed
skill has not been achieved during the period prescribed in the individual
devel opnent plan. Assignnents may be term nated by the officials for respon-
sible for the Program and the participants involved in the assignments
returned to their normal assignments when it is determned that such term -
nation is in the best interest of the Department of Defense. Al changes in

the individual devel opment plans nust be made a part of the participant’s
training records.
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O ficials Responsible for the Program

The head of each DoD component is responsible for the Program and has del e-
gated responsibility for programdirection, control and guidance to appropriate
directors of civilian personnel of each of the DoD conponents. Control of the
Program at the local level will be maintained through analysis of progress
reports nmade y participating functional elenent, field activities, and other
Departnment of Defense or other Governnent agencies. Wthin the DoD conponents,
program achi evenment will be anal yzed through periodic surveys and as appropriate,
on-site inspections by survey teans of the DoD conmponent O fice of Gvilian
Per sonnel .

The Cvilian Personnel Oficers will maintain close liaison with the
manager of the functional area(s) in which assignnent training is being
undertaken to assure that the participant receives the training necessary
to acconplish the objectives 0? the Program  Periodic progress reports wll
be furnished as appropriate.

The DoD functional elements in which rotational assignnent training is
being undertaken will , in collaboration with the DoD conmponent Civilian
Personnel Ofices, be responsible for coordinating and admnistering the
Programwithin their functional areas, including: negotiation of rotational
agreenents with the assistance and guidance of the Gvilian Personnel Oficer;
working closely with the participants and evaluating their progress; assuring
that beneficial devel opment is being gained through the work experience and
keeping the activities Conmander and Civilian Personnel Officer advised of the
participant’s progress.

The head of each DoD conponent will issue policy and regul atory guidance
concerning the admnistrative details to be considered in controlling the
Program An agreenent will Dbe negotiated between the functional elenents
i nvol ved in the assignment of personnel that will provide for the specific
details of the assignnent. Such negotiation will be undertaken in accordance
Wi th procedures.and gui dance established by DoD conponent policy and regulatory
i nstruction.

Eval uation of Participant’s Progress

A special career appraisal of each participant’s performance will be made
by the participant’s inmediate supervisor and reviewed by the head of the
functional area each three nonths. Each appraisal will be discussed with
the participant and include plans for the further devel opment of the enployee's
techni cal, managerial, or executive skills. The final appraisal and training
record will be nade a permanent part of each participant’s Oficial Personnel
Fol der since it is a documented record of training and participation in the
Program .
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PROGRAM EVALUATI ON GUI DE

Training and devel opment is an integral part of the [ine nanager’s function
and responsibility in providing an effective personnel management program for
enpl oyees.  Managenent is responsible for training and devel oping enployees in
all facets of their current assignnent and increasing their potential for
successful Iy handling nore skilled positions. Since enployee devel opment is
an ongoing, functional el ement of all work environments, regardl ess of size,
| evel, location, or mssion of the organization or installation, the evaluation
process should integrate the review of managerial and supervisory effectiveness
as well as the review of the effectiveness of technical support and adm nistra-

tion by the Enployee Devel opment Specialist and, when used, the Training
Commi t t ee.

PART 1. ORGANI ZATI ON ANALYSI S
SOURCES AND OBJECTI VES OF EVALUATI ON

A. Managenent |nterviews

Determne top level direction in terms of:

Devel opi ng an awareness of training requirements of current mssion

and technol ogi cal changes, and those generated by equal enploynent opportunity
progr ans.

Establishing a role in consolidating needs, determning priorities,
resources, and funding.

Gving attention to career devel opment and intern needs.
Ensuring that subordinate supervisors understand their role.

Establishing a positive and conducive atnosphere; encouraging
participation in devel opmental activities.

Keeping informed of status of meeting needs; evaluating reports
of training; and ensuring training needs are valid.

B. Interviews wth Supervisors

1. Determne supervisor understanding of the follow ng:
Rel ationship of training to perfornmance eval uation.

Role of training in neeting equal enploynent opportunity
obj ecti ves.

\What sources are available for information relating to training
cour ses.

h 2. Determne supervisor participation in the follow ng:

Conducting enpl oyee orientation and on-the-job training and
adj ust nent .

Communi cating changes in policy, mssion, and technology.
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Conducting cross training to meet work load fluctuations.

Encouragi ng sel f-devel opment.

Supporting equal enploynment opportunity objectives through
traini ng.

Eval uating conpleted training for value or application to need.

C. Discussions Wth Enployees

Det erm ne enpl oyee understanding and reaction to the foll ow ng:
Job orientation and adjustnent.
Availability and quality of training.
Eval uation of training needs.

M NI MUM STANDARD OF ADEQUACY

The organi zation has a systemfor identifying training needs and integrating
themw th other work site devel opnent activities, including equal enployment
opportunity progranms. Training is approved based on valid m ssion and enpl oyee
needs. Appropriate resources and funding are devoted to training. Mnagers
and supervisors know their roles, discuss training needs with their subordinates,
and know where to go to get information on training. New workers are inducted
and oriented properly. Self-developnent is encouraged. Training needs are
met substantially, except for reasons beyond the control of the organization
sone efforts are made to evaluate training, such as obtaining assessnents
from enpl oyees who have conpleted training activities.

PART |I. PROGRAM ADM NI STRATI ON

SOURCES AND OBJECTI VES OF EVALUATI ON

A. Training and Devel opnent Staff |nterviews

1. Determne staff understanding of the follow ng:
Regul atory and procedural program requirenents.
Status of installation training and devel opment prograns.
Needs of organizations serviced.
Role of training in support of EEO program objectives.
2. Determne staff participation in the follow ng:

Devel opment of fiscal year training plans and eval uation.

Survey of training needs.
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Staff advice and assistance to managenent.
Training Conmittee involvenent.
Eval uation and feedback to managenent.

B. Interviews with Training Commttee Chairman and Traini ng Coordinators

Det er m ne know edge of and participation in the follow ng:
- Survey of needs.
Setting of attendance priorities.
- Eval uating training.
Recording training conpleted.

C. Review Supplenental Information

Statistics and data related to training.
Fiscal year plan and yearly eval uation.

Policies, records, and reports.

M NI MUM STANDARD OF ADEQUACY

An appropriate witten policy statement has been devel oped and publi shed.
| dentified training needs are incorporated into a fiscal year plan and are
being net substantially. Adequate assistance is provided by the civilian
personnel office to managers, supervisors, and enployees in preparing training
pl ans, coordinating prograns, etc. EEO programactivities are considered and
reflected in training program activities. Appropriate training facilities
are available on the installation. A local training conmttee is established
and invol ved actively in planning, coordinating, and evaluating training. The
Enpl oyee Devel opnent Specialist serves as a resource person to the commttee.
Eval uation surveys are conducted to determne benefits fromtraining received

and are used in preparing an annual witten evaluation as a basis for future
pl anni ng.

F-3



DoD 1400. 25-M
CPM 410. G L
Cct ober 1, 1985

APPENDI X G

CRI TERIA FOR SELECTION OF Cl VI LI AN EMPLOYEES
OF THE DEPARTMENT OF DEFENSE FOR ATTENDANCE
AT THE DOD JO NT COLLEGES




DoD 1400. 25-M
CPM 410 G
Cctober 1, 1985

CRITERIA FOR SELECTION OF C VI LI AN EMPLOYEES
OF THE DEPARTMENT OF DEFENSE FOR ATTENDANCE
AT THE DOD JO NT COLLEGES

1. Attendance at the DoD Joint Colleges is another opportunity for the
Departnent of Defense to ensure that key civilian personnel are prepared pro-
perly to carry out responsible duties. It is, inportant that the necessary
tinme and attention, including the endorsement of the candidate by a high |evel
conmttee, be devoted to the selection of nomnees for this purpose. The
followng criteria shall be observed in the selection process:

a. The enployee nust desire to attend the coll ege.

b. The enpl oyee nmust have an appointment without a time limtation and
must have conpetitive status if enployed in the conpetitive service.

C. The enpl oyee selected for the I CAF or the NWC nust occupy a 6S-15
position or higher and have conpleted normally not nore than 23 years of Federal
Service. In a few instances, enployees in GS-14 positions who have denpbnstrated
an exceptionally high potential for advancenent may be considered for selection.
Enpl oyees selected for the AFSC nust occupy positions in grade GS-12 or above,
with normally not nore than 15 years of Federal Service.

d. The enployee nmust have or be able to obtain a TOP SECRET cl earance
with a special background investigation (SBI) that will not expire during the
academc year. The SBI should be conpleted and the clearance approved by no
| ater than 1 August before the start of the academ c year.

e. The enployee nust have denonstrated a potential for higher |evel
responsibilities in the Departnment of Defense.

f.  The enpl oyee nust have arrived at the point in his or her career
devel opment where the specific educational opportunity offered by each of the
colleges is appropriate and desirable. Careful consideration should be given
to the enployee’s probable future assignnents, responsibilities, retention,
and applicability of the College’s programto this devel opnent.

g. In order for the Departnent of Defense to profit fromthe consider-
abl e investnent in attendance at one of the Joint Colleges, only enpl oyees who
are expected to be available for an extended period of further service in the
Depart nent of Defense upon graduation fromthe college shoul d be nom nat ed.

Al so, they should indicate a willingness to accept possible reassignment and
rel ocation upon conpletion of the program

h. The enpl oyee shoul d possess the educational background, maturity,
and poise to participate on an equal level wth mlitary students (Arny,
Air Force, and Marine Corps Lieutenant Colonels and Col onel s and Navy
Commanders and Captains at the | CAF and the NWC, Arny, Air Force, and
Marine Corps Majors and Lieutenant Colonels, and Navy Lieutenant Commanders
and Conmanders at the AFSC).
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Enpl oyees nom nated shoul d have denonstrated an ability to:
(1) Adjust to an academ c environnent.

(2) Participate in small groups.

(3) Master quickly a variety of conplex subject natter.

(4) Understand the basic issues affecting the national and

i nternational economics, political affairs, the evolution of technology, and
mlitary affairs

2. In addition to nmeeting the criteria cited above, enployees nom nated
for the ICAF nust hold a position, or have been identified as a selectee for
a |ater assignment, which entails considerable decision [aking responsibility
in the managenent of national security resources, including related economc,
social, political, environmental, technological, admnistrative, and mlitary
factors. Further, the enployee's position should be one requiring a broad
understandi ng of the principles, policies, operational concepts, and the
organi zations involved in national and international security affairs.

3. In addition to neeting the criteria in paragraph 1, above, enployees
nom nated for the NWC should hold a position or be designated for one in
which the political-mlitary affairs curriculumof the NWC will be relevant.
The enpl oyee nust have a broadly based educational background and be capable
intellectually of future senior |evel assignments in planning, Strategy,
intelligence gathering and analysis, and other joint activities of the
Department of Defense, National Security Council, DoS, United States Infor-
mat i on Agency (USIA), Agency for International Devel opnent (AID), Centra
Intelligence Agency (CIA), NSA, and other national security-oriented agencies.
The curriculum includes conprehensive courses on national security, inter-
national affairs, the relation of mlitary policy to foreign policy, the
deci si on-maki ng process, the U S. domestic environment, and U S. strategy.
The NWC program requires a high degree of participation (oral and witten)
on related national Security topics.

4. The sanme critieria should be used as a basis for non-DoD Feder al

departnments/agencies in their selection process so as to contribute to a
cohesive group environnent.
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GUI DELI NES FOR COVPLETI ON
DD FORM 1556 AND SF FORM 182

1. GENERAL

a. DD Form 1556 or SF Form 182 may be used at the option of the DoD
conponent to authorize and record training_of civilian enployees in Governnent
facilities (intra-agency and inter-agency), for training in non-Government
facilities, attendance at neetings, and for Defense Managenent Education
Trai ning (DMET) aut horized under the provisions of FPM Chapter 410 and DoD
Directive 5010.16 (references (a) and (h)). Procedures for DVET courses are
contained in the DMET Catal og issued annually. DD Form 1556 and SF Form 182
are multipurpose forns designed to reduce the need for a variety of forns
associated with various training incidents. They may serve as any one or
all of the following: training request, authorization, obligated service
agreenent, certification for reinbursable or cost-shared expenses, and/or
for certification of authorized expenditures.

b. DD Form 1556 is available in three versions: (a) single page
cut-sheet; (b) ten-page "packet;" (c) ten-page continuous version wth
perforations for use with ADP equipnent. In addition, DD Form 1556 provides
a continuation sheet (DD Form 1556) for nultiple entries when personnel attend
a single course or programin |arge nunbers. Input data required on DD Form
1556 would vary with its use. The SF form 182 is published by OPMin a sinilar
array.

c. For purposes of this appendix, an enployee devel opnent speciali st
i ncl udes the person officially designated as the official responsible for
civilian training, education and devel opment. DoD Conponents may issue
specific inplementing guidelines or instructions in addition to those
foll owing and shal|l assure that approval of all training is in accordance
with established policy and criteria.

2. I NSTRUCTI ONS FOR USE

a. Request and Approval of Training

(1) Approval for training at Government or non-CGovernnent facilities
must be in accordance with established policy and criteria for such training
to include any special criteria for the selection of non-CGovernnent facilities.
DD Form 1556 and SF Form 182, at the option of the DoD Conponent, will be used
to request and approve or disapprove all training.

(2) Al applicable parts of the form, including the original and ten
copi es, must be conpleted in accordance with instructions on the last page of
the formand suppl emental DoD Conponents’ instructions, as appropriate. The
managenent official of the initiating unit, with assistance froma menber of
the enpl oyee devel opnment staff , shall originate the formwell in advance of
the start date of the requested training. The request will be signed by the
i mredi ate supervisor and certified by the head of the enpl oyee devel opnent
function that the nom nee meets required prerequisites and that the proposed
training is in accordance with regulatory requirenments. It also requires
certification of approval or disapproval by the authorized approving official
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and provides for certification of training conpletion and verification of the

training costs. The applicable remaining parts of the form nust be conpleted
and distribution made in accordance wth instructions on the form

(3) Approval of training is required prior to enrolling in, or making
any commtment for the training. A copy of the approval form shall be retained
according to the conponent file retention schedule for review and inspection
purposes. In addition, a copy of the approval formnay be placed in the
enpl oyee’s official personnel file as a record of training conpletion. The

approval docunent will serve also as a source docunent for the annual training
report.

(4) When nore than one non-CGovernnent facility can provide training
that meets a predetermned need, and the capability, suitability, geographic
accessibility, nethods, cost requirenents, qualitative factors related to
curriculum design specifications, and performance or behavior objectives nust
be evaluated. Evaluative information, cost data, and the recommendation for
sel ection nust be docunented and made a part of the enpl oyee devel opnent
(training) office record. The enployee devel opnent specialist, with outside
help as required, will nmake the determ nation and docunentati on.

b. Special Conponent Training by Contract. When atraining courseor
program s developed by a non-CGovernnent source to neet a specific requirenent
of a Defense Conponent and only Conponent enployees will attend the devel oped
course, it is the function of an authorized Contracting Oficer to contract
for the training on behalf of and as required by the responsible enployee
devel opment specialist. In such cases, the contracting officer nust follow
procedures set forth in the Federal Acquisition Regulation (FAR), including
the use of approved forms. This precludes using DD Form 1556 or SF form 182
as a contracting docunent for training under these conditions; however, DD
Form 1556 or SF Form 182 nust be conpleted for request and approval of training

(the DD Form 1556 or SF Form 182 serves as a backup document to the contracting
docunents).

c. Normal (Noncontractual) Training Authority. Training may be
authorized and certification for reinbursenent acconplished by an appropriate
training official using DD Form 1556 or SF Form 182 when the training is
regul arly schedul ed, open to the general public (for non-CGovernment training)
and the price of tuition, books, and fees does not exceed that charged all
accepted students. Even though a dollar limtation is not established under
t hese reinbursement conditions, the individual responsible for the enployee
devel opment function should consult with the appropriate contracting officer
and follow regular contract procedures when the price exceeds $10, 000.

Rei mbur sement of training which costs |ess than $10,000 does not have to
be submtted to a contracting officer.

d. Educational Services Agreement. As prescribed in subpart 37.73, part
9, Defense Federal Acquisition Regulation, Supplenment (DFARS), an Educati onal
Services Agreenent may be entered into with established educational institu-
tions at the request of the responsible enployee devel opment specialist when
approved by a responsible managenent official. Under these contractual agree-
nents, the DD Form 1556 or SF Form 182 (and supplemental listing of eligibles

as required) wll be used as the authorizing docunent for the contracting :
of ficer.
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e. Paynent for Training at Government Facilities. Training is authorized
and certified for paynent on the DD Form 1556 or SF Form 182, However,

paynent nust be made on fundi ng docunents as descri bed below or on other
appropriate documents.

(1) From one DoD Component to another DoD Component: Use DD Form
1556 or SF Form 182 as the certifying document and DD Form 448, MIlitary
| nter-Departnent Procurement Request (MIPR) as the reinbursenent or funding
document.

(2) Froma DoD conponent to a civilian agency: Use the DD Form 1556
or SF Form 182 as the certifying document and SF 1080, Voucher for Transfers
Bet ween Appropriations and/or Funds, as the reinbursement or funding document.

f. Paynment for Training at Non-Governnment Facilities. Wen training is
properly authorized by an appropriate training or other nanagement official
and does not involve a contracting function outlined above Db Form 1556 or
SF Form 182 shall be used for certification for payment of approved costs
incurred in training at non-Government facilities.

g. aAttendance at Meetings. In accordance with policy established in
paragraph 3-5 of the basic CPM Chapter 410, DD Form 1556 or SF Form 182 shall
be wused for requesting, authorizing, approving and certifying payment for
attendance at meetings in accordance with instructions on the form and supple-
mental DoD Component instructions. Appropriate Component officials shall be
vested with approval authority.
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